
National Emergency Training Center 
16825 S. Seton Avenue 
Emmitsburg, MD 21727-8998 

 
 

 
 

R154 
 
Dear National Fire Academy Student: 
 
Congratulations on being selected to attend the U.S. Fire Administration’s National Fire Academy's  
Advanced Safety Operations and Management course. 
 
This 6-day course focuses on applying the risk management model to health and safety aspects of emergency 
services operations, including program management, day-to-day operations, and incident safety.  Other areas 
covered include firefighter and emergency services fatality and injury problem; the risk management process; 
safety responsibilities of department members; regulations, standards, and policies affecting emergency 
services safety; and appropriate documentation and record keeping pertaining to firefighter and emergency 
services health and safety. 
 
Because much of the material has been condensed into one week, the course is intensive and may require 
some night classes. 
 
It is important to note that this is a 6-day course, and the first day of class will begin on Sunday at 
approximately 8:30 a.m. just after orientation.  Orientation will normally commence at 8:00 a.m.; however, 
make sure you confirm this when you check in.  Subsequent classes will meet daily from 8 a.m. to 5 p.m., 
with graduation occurring on Friday at 4 p.m.  Adjust your travel plans to arrive early or to stay later if you 
wish to tour the Washington, DC, or Gettysburg, Pennsylvania, areas.  Students who plan to arrive in the area 
earlier or depart later should be aware that we will not be able to provide transportation or on-campus housing 
to meet such adjusted travel plans. 
 
Increasing students and instructors are bringing laptop computers to campus.  You alone are responsible for 
the security and maintenance of your equipment.  The Academy cannot provide you with computer software, 
hardware, or technical support to include disks, printers, scanners, etc.  There is a limited number of 120 Volt 
AC outlets in the classrooms.  A Student Computer Lab is located in Building D and is available for all 
students to use.  It is open daily with technical support provided in the evenings.  This lab uses Windows XP 
and Office 2003 as the software standard.

 
 



 

Should you need additional information related to course content or requirements, please feel free to contact 
Mr. Doug Williams, Acting Emergency Medical Services Training Specialist, at (301) 447-1158 or email at 
Doug.Williams@dhs.gov 

 
 
 

Sincerely, 

 
Dr. Denis Onieal, Superintendent 
National Fire Academy 
U.S. Fire Administration 
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Advanced Safety Operations and Management 
Pre-Course Student Preparation Requirements 

 
Please complete the following prior to the first day of class: 
 
• The body of the most current Firefighter Fatalities in United States report – 

available on the USFA Web Page at http://www.usfa.fema.gov/dhtml/inside-
usfa/ff_fat.cfm.   
PLEASE NOTE:  Students are only required to read the body of the report--
they do not need to read the individual accounts. 

• Student Manual Unit 1 – The Firefighter Fatality and Injury Problem 
• Student Manual Unit 2 – Risk Management Process 
• Pre-course Preparation Sheet 

 

NOTE:  (The student manual units and pre-course preparation sheet are available on the 
USFA Web Page at http://www.usfa.fema.gov/dhtml/fire-service/nfa-on7.cfm 

 
Students are requested to bring any or all of the following Standard Operating Procedures 
and Policies from their departments (in electronic format if possible) to share with other 
students in the class.  These SOPs will not be used directly in class discussions, but may 
be helpful in some course activities. 
 
• Accident & Injury Investigation 
• Accident and Injury Reporting Procedures 
• Driving\Emergency Response 
• Highway\Traffic Safety 
• Infection Control 
• ISO & HSO job descriptions 
• Physical Fitness 
• PPE 
• Rehab 
• Risk Management Plan 
• RIT\RIC 
• Safety 
• Technical Rescue 
 

  

http://www.usfa.fema.gov/dhtml/inside-usfa/ff_fat.cfm
http://www.usfa.fema.gov/dhtml/inside-usfa/ff_fat.cfm


ADVANCED SAFETY OPERATIONS AND MANAGEMENT 
Pre-Course preparation sheet 

 
As part of your pre-course reading assignment, you read the body of the most current 
Firefighter Fatalities in the United States from USFA.  You will be discussing the 
firefighter fatality and injury problem the first day of class.  In order to be prepared, 
please locate the answers to the following questions in the USFA report.  Please bring 
your answers with you on the first day of class. 

 
1. The report I used was Firefighter Fatalities in the United States in         

(year). 
 
2. The total number of firefighter fatalities for the year was _______. 
  
3. The number and percent of fatalities that were volunteer firefighters were 

_____/______ (#/%). 
 
4. The number and percent of fatalities that were career firefighters were 

_____/______ (#/%). 
 
5. The number of fatalities related to wildland firefighting were _______. 
 
6. The number of fatalities related to emergency duties were _______. 
 
7. Assaults accounted for _______ fatalities. 
 
8. Caught or trapped accounted for _______ fatalities. 
 
9. Collisions accounted for _______ fatalities. 
 
10. Struck/Contact with Object accounted for _______ fatalities. 
 
11. Fell/Jumped accounted for ______ fatalities. 
 
12. There were _______fatalities from stroke. 
 
13. There were _______ fatalities due to heart attacks. 
 
14.  _______ on-duty fatal heart attacks occurred on the scene. 
 
15. The average age of those who died from heart attack was _______. 
 
 



 
 
 
 

 
UNIT 1: 

THE FIREFIGHTER FATALITY 
AND INJURY PROBLEM 

 
 
 

Terminal Objective 
 
At the conclusion of this unit, the student will be able to describe and analyze the scope 
of the national firefighter fatality and injury problem. 
 

Enabling Objectives 
 
1. Identify the most common causes of firefighter deaths. 
 
2. Identify the most common causes of firefighter injuries. 
 
3. List the criteria for line-of-duty death. 
 
4. Describe the trends related to the causes of firefighter deaths over the last decade. 
 
5. Analyze a given case study to determine factors contributing to a fatality. 
 



FIREFIGHTER FATALITIES 
 
Introduction 
 
Each year, approximately 100 firefighters give their lives in the line of duty.  You should 
research relevant websites such as the United States Fire Administration (USFA) 
(http://www.usfa.fema.gov) and the National Fire Protection Association (NFPA) 
(http://www.nfpa.org) for the most current data. 
 
Several organizations gather statistics on firefighter fatalities to perform analysis and 
identify trends to help prevent firefighter fatalities in the future.  The United States Fire 
Administration (USFA) has tracked firefighter fatalities since 1977.   
 
In 1998, the United States Congress established the Fire Fighter Fatality Investigation 
and Prevention Program within the National Institutes of Occupational Safety and Health 
(NIOSH).  Among the goals of the NIOSH program are investigating firefighter line of 
duty deaths, determining contributing factors, and publishing reports on specific fatalities 
and special topics that relate to firefighter safety.  The products of the program are 
available for free on-line at http://www.cdc.gov/niosh/firehome.html.   
 
The largest number of on-duty deaths in any year has been 441 in 2001.  This number 
includes 343 New York City Firefighters that were killed in the attack on the World 
Trade Center.  The large number of firefighters killed in the collapse of the World Trade 
Center towers is the highest loss of firefighters on a single incident in history.   
 
 
FIREFIGHTER INJURIES 
 
It is important to understand there is NO national or comprehensive database on 
firefighter injuries.  There are three organizations that track firefighter injuries in some 
form.  These organizations are the United States Fire Administration (USFA), the 
International Association of Fire Fighters (IAFF), and the National Fire Protection 
Association (NFPA).   
 
The United States Fire Administration (USFA) tracks firefighter injuries through the 
National Fire Incident Reporting System (NFIRS).  NFIRS has traditionally gathered 
information about firefighter injuries that occur in relation to fire incidents. Recent 
versions of NFIRS capture non-fire incident related injuries as well, such as an injury 
suffered by a firefighter while providing emergency medical service. 
 
The International Association of Fire Fighters (IAFF) tracks injuries sustained by career 
firefighters.  Data for the IAFF is gathered through an annual survey sent to career fire 
departments.  The IAFF data does not include injury or fatality data for career firefighters 
in departments where the firefighters are not represented by the IAFF or for any 
volunteer, seasonal, or part-time firefighters.  Some exceptions may exist where a fire 



department that is predominantly career reports data for injuries suffered by career and 
volunteer firefighters. 
 
The most comprehensive effort to collect information on firefighter injuries is conducted 
by the National Fire Protection Association (NFPA). The NFPA tracks and reports on 
firefighter injuries through the use of statistical projections based on data gathered 
through an annual survey of fire departments.  
 
An analysis of firefighter injuries reported to the USFA through NFIRS found the 
following: 
 
1. The vast majority of firefighter injuries are not life threatening. 
 
2. A significant number of the most severe injuries received by firefighters are 

caused by overexertion and strain, including a large number of heart attacks and 
cardiac problems. 

 
3. Violent acts committed against firefighters are small in number but high in 

severity. 
 
4. Sprains are the most common minor/moderate firefighter injury. 
 
5. The most severe firefighter injuries are cardiac and respiratory in nature. 
 
6. The vast majority of firefighter injuries occur at residential occupancies. 
 
 
Summary 
 
Several organizations gather information on firefighter fatalities and injuries, including 
the United States Fire Administration, the International Association of Fire Fighters, the 
National Fire Protection Association, and the National Institutes of Occupational Safety 
and Health.  These organizations analyze data to determine trends that might be useful to 
find ways to reduce the fatality rate.  
 
In a typical year, the majority of fatalities occur in the volunteer fire fighting community. 
Heart attacks and vehicle collisions are the leading causes of on-duty fatalities. Strains 
and sprains are the primary injuries suffered both on and off the fireground. 
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UNIT 2: 
RISK MANAGEMENT PROCESS 

 
 
 

 
Terminal Objective:   
 
At the conclusion of this unit, the student will be able to describe the goal and the steps 
involved in instituting a risk management program. 
 
Enabling Objectives 
 
1. Identify the primary method of detecting increased risk to a department. 
 
2. Identify risks (current and potential) involved in both emergency and non-

emergency operations. 
 
3. Discuss the liability issues related to organizational risks. 
 
4. Identify documentation necessary to support/defend the risk management program. 
 
5. Use the risk management process to analyze and develop a plan for managing a 

significant risk. 
 
6. Present the risk management plan to the class. 
 
 



RISK 
 
Each of us faces risks every day as we work and as we play.  No activity is risk free and 
there is no way to escape risk completely. Every action that we take carries with it the 
chance that we might be injured or killed.  In most cases, the risks that we take are very 
minor.  For example, the risk of being hit by lightning is very low, yet few of us are 
comfortable in an open field during an electrical storm. 
 
Insurance companies are very familiar with the concept of risk.  Car insurance premiums 
for an 18-year-old single male are much higher than they are for the same male once he is 
30 years old and married, provided he has not had any major losses.  The cost of the 
insurance reflects the risk that is associated with the driving behavior of the same person 
at different times in his/her life. 
 
As we go through life, we take steps to avoid risk. Sometimes our actions are consciously 
thought out and sometimes they are automatic.  If you choose not to enjoy the thrill of 
hang gliding because you feel that it is too risky, you have consciously taken steps to 
completely avoid the risk.  Not every risk can be completely avoided.  In other cases we 
can avoid a significant risk but not be completely protected from it.  If the law 
enforcement agencies in your area begin referring to a stretch of road as the "mile of 
death," you may choose to use another road during your travels.  Although you avoid the 
risk on that stretch of road, there still is some risk associated with driving on any road, so 
you have not completely avoided the risk.    
 
Emergency responders face significant risks. In order to deal with those risks, attempts 
are made to identify and control those associated with the job tasks.  This activity is 
known as risk management. 
 
 
RISK MANAGEMENT 
 
Definition 
 
Risk management is the process of planning, organizing, directing, and controlling the 
resources and activities of an organization in order to minimize detrimental effects on 
that organization. 
 
Risk management in the fire service is not just about preventing monetary loss.  It is 
about preventing disability, loss of life, and/or irreparable business damage as a result of 
the provision of services.  Risk management involves direct "hands-on" provision of 
services as well as various indirect aspects, including the development of effective 
training programs and the selection of qualified personnel.  Regardless of its specific 
focus, the overall goal of risk management is to reduce the frequency and severity of 
preventable, adverse events that create losses. 



Risk management is comprised of many elements including liability, insurance, safety, 
health, security, financial impact, and several others.  The risks encountered by 
emergency services personnel are many, such as traffic, response hazards, blood and 
body fluids, and violence.   To control these risks effectively, a fire or EMS department 
must use a risk management program.  The primary focus of the internal 
(organizational) risk management plan is member safety and health.   
 
Risk management for emergency response organizations is divided into three categories:  
non-emergency risk management, pre-emergency risk management, and risk management 
at emergencies. 
 
Non-emergency risk management looks at the hazards common to all workplaces.  This 
type of risk management might include fire inspections of fire stations and the 
management offices of emergency response organizations.  The risks encountered in 
these places are no less deadly than those encountered on the emergency scene, but their 
frequency and severity are lower than those risks faced on the emergency scene. 
 
Pre-emergency risk management looks at activities that take place prior to the 
emergency.  These activities can have a major impact on the safety of members working 
at the scene of an emergency. 
 
Risk management at an emergency is the duty of every responder at every level.  
Firefighters apply risk management techniques to themselves and their partners.  
Company officers manage the risk of firefighters assigned to their company. Command 
officers have responsibility for everyone on the emergency scene. The Incident Safety 
Officer assists the Incident Commander by focusing on safety.  The same basic 
techniques that are discussed for non-emergency and pre-emergency risk management 
apply to risk management at emergencies.   
 
Risk management at emergencies will be addressed in great detail in Unit 8 – Operational 
Risk Management.  This section discusses risk management in non-emergency and pre-
emergency situations. 
 
The safety and health component of risk management was incorporated into NFPA 1500, 
Standard on Fire Department Occupational Safety and Health, during the 1992 revision 
process.   Simply stated, the requirements of the risk management program are: 
 

• The fire department shall adopt an official written risk management plan 
which addresses organizational policies and procedures. 

• The risk management plan shall be developed to address the following 
areas: administration, facilities, training, vehicle operations, protective 
clothing and equipment, operations at emergency incidents, operations at 
non-emergency incidents, and other related activities. 

• The risk management plan shall include the following components:  
 



• risk identification 
• risk evaluation 
• risk control techniques 
• risk monitoring   

 
There is an additional step that should be added or incorporated into this process, which 
is typically inserted between the risk identification and risk control techniques and occurs 
with the evaluation process.   This step is called prioritization of risks.      
 
Risk Management Process 
 
Every risk management program should be viewed as a process consisting of the 
following components: 
 

1) The identification of potential risks so that uncertainties can be 
controlled. 

2) The evaluation of risks to determine the probability of potential losses. 
3) The prioritization the risks based on the probability of potential losses. 
3) The development and implementation of control measures to lessen risks. 
4) The monitoring of risk management control measures to ensure their 

effectiveness. 
 
These components are covered in detail in the USFA publication, Risk Management 
Practices in the Fire Service. 
 
Risk Identification - actual or potential hazards for all job functions. 
 
Risk identification is the process of making a list of things that might go wrong with an 
operation.  A good rule of thumb is to anticipate the worst that can happen when 
identifying risks.  If plans are formulated for a worst-case scenario, anything less can be 
handled.   

 
Because many accepted standards in the services provided by fire departments have been 
validated through research, the risk manager must proactively seek out and analyze data 
and reports that suggest methodologies for aiding the detection and reduction of unsafe 
activities.  Compile a list of all emergency and non-emergency operations provided by 
the department.  There are many sources to assist with this identification process.  The 
first, and possibly the most effective, is the department’s loss prevention data.  Other 
sources for this information may include past department accident and injury statistics, 
input from members of the department, injury and fatality report publications, and 
knowledge of the experiences of other emergency service providers. 
 
Areas of operations that should be considered in a risk management program include, but 
are not limited to: 



Vehicle accidents Employee attrition 
Vehicle breakdown Continuing education 
Driving skills Dispatching procedures 
Physical fitness of personnel SOP/Protocols testing 
Station inspections SOP/Protocol deviations 
Building safety Response times 
Skills retention Non-transport times 
Hazardous materials exposures Vehicle down times 
Stress management Mutual aid interactions 
Debriefing effectiveness Controlled substances losses 
Documentation Job-related injuries 
Hiring selection criteria Probationary supervision 

 
 
Risk Evaluation - the potential of occurrence of a given hazard and the severity of its 
consequences.  
 
Some aspects of service provision involve more risks than others.  Once the risks are 
identified, they can be evaluated from the standpoint of both frequency and severity.  
Frequency addresses the likelihood of occurrence.  Typically, if a particular type of 
incident (such as back injuries) has occurred repeatedly, it will continue to occur until 
effective control measures are implemented. 
 
Severity addresses how much damage or injury can be caused by the risk.  This can be 
measured in a variety of ways, such as time away from work, cost of damage, cost of and 
time for repair or replacement, disruption of service, or legal costs.  Using the 
information gathered in the identification step of the process, the risks can be classified 
based on severity. 
 
While examining the areas posing the greatest risk, it is also important to monitor 
underlying causes of deviations from protocols and SOPs that have not materialized into 
"high" risk areas.  In addition, risk management activities should examine characteristics 
or factors within an organization that may hinder or enhance risk management efforts.  
For example, asking the following questions may reveal valuable information. 
 

• Are programs for new-member orientation and mentoring providing 
inexperienced firefighters with sufficient information and training? 

 
• Are the organization's selection techniques effectively identifying the most 

qualified personnel for employment? 
 
• Are continuing education/training programs consistently well attended? 

 
In addition to studying factors within the organization, risk management activities should 
also monitor extra-organizational risks created by the system within which the agency 
functions.  Sample questions for evaluating risks in this arena include: 



 
• What scene situations are most dangerous for firefighters? 
• What response types can benefit from more staffing on the scene to reduce 

time or risk to personnel? 
 
Of course, numerous additional questions for consideration could be listed.  The risk 
manager must determine what questions should be asked and then obtain answers to 
those questions.  For risk management activities to be successful, they must include 
questions, answers, planning efforts, and the introduction and monitoring of programs to 
manage risks. 
 
Prioritizing Risk - the degree of a hazard based upon the frequency and severity of 
occurrence. 
 
Taken in combination, the results of the frequency and severity determinations will help 
to establish priorities for determining action.  Any risk that has a high probability of 
occurrence combined with serious consequences, deserves immediate action, and would 
be considered a high priority item.  On the other end of the scale, non-serious incidents 
with a low likelihood of occurrence are a lower priority, and can be placed near the 
bottom of the "action required" list. 
 
A good tool for the risk classification step is the classic matrix pictured in Figure 2.1.  
Each risk should be placed in one of the four areas.  For example, a severe risk that is 
faced frequently would appear in the upper right-hand box and a risk that was not severe 
and was faced on an infrequent basis would be placed in the box in the lower left-hand 
corner.  In general, high frequency, high severity risks would be addressed first and low 
frequency, low severity risks would be addressed later. 
 
The prioritization process is not a simple task.  There is no one correct priority for each 
risk.  The decision about which risk to handle first depends upon local factors such as the 
availability of resources, the ease of addressing each risk, and the time involved in 
addressing each risk. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.1:  Risk Clarification Matrix 
 
 
Gordon Graham, a California risk management consultant, has added a new twist to the 
time honored frequency/severity matrix.  He maintains that high frequency events, 
whether low risk or high risk, are managed correctly most of the time since responders 
have seen this type of situation before and know what to do.  More problems and danger 
are presented to responders in low frequency events since they have little or no 
experience base to call upon. 
 
He explains that people have a “hard drive” (or a slide tray for those over age 50) inside 
of their head.  Life and professional experiences are stored on the hard drive.  Each time 
we have an experience, information about what worked and what did not work is loaded 
onto the hard drive.  When we are presented with a situation, such as a structure fire, we 
unconsciously take what we see and attempt to match it with situations that we have seen 
before, situations that are stored on our hard drive.  If we have a match, we take the 
information that we have stored about what works and what does not work and attempt to 
apply it to the present situation.  In the vast majority of high frequency events, our past 
experience helps us manage the situation.  
 
Mr. Graham is discussing a concept called Naturalistic Decision Making (NDM).  This 
concept (formerly termed Recognition Primed Decision Making) evolved from military 
research in the 1980’s.  The military found that experienced battlefield commanders 
quickly analyzed a small number of variables when presented with a situation.  The 
commander used the outcome of this rapid analysis to make decisions on what should be 
done, based on the “hard drive” in his head. 
 
NDM can be used to train firefighters for infrequent high-risk situations by regularly 
presenting these situations in training.  As the situations are managed in training 
situations, the experience becomes a part of the “hard drive”.  When the event happens, 
the firefighter recalls the training in the same manner that previous experiences with high 



frequency situations would be recalled.  NDM used in training can better prepare 
emergency responders to work safely. 
 
In fire and emergency services, things are not always what they seem to be.  A danger 
exists if we view all similar situations as if they are the same. There are situations where 
what worked fine the last time does not work well in the present emergency.  That 
“failure” or learning event expands the base of knowledge within our hard drives.  For 
example, many fire departments are dealing with the need to convert a “residential” fire 
mentality that is unconsciously applied to all structural fire events.  If a set of tactics that 
worked well for fighting 30 residential fires is applied to a fire in a commercial structure, 
the results may not be the same.   
 
Mr. Graham adds another component to the bottom right box in the frequency/severity 
matrix – discretionary time.  In high risk, low frequency situations where responders 
have the benefit of time, such as a hazardous materials incident with no immediate life 
threat, there is the opportunity to back away from the hazard.  The extra time affords 
responders the ability to research alternatives, call in technical experts, or use regional 
resources to address the problem.  High risk, low frequency situations where there is no 
time to back off and make decisions pose the most extreme levels of risk to responders 
and response organizations.  Responders are handicapped in these situations by both very 
little information and very little time.  
 
Graham’s risk management concepts can be applied to non-emergency and pre-
emergency risk management as well as they can be applied to emergency situations.  
 
Risk Control Measures - solutions for elimination or reduction of real or potential   
hazards by implementing effective control measures. 
 
Once all of the risks facing an operation have been identified, solutions for each risk 
should be sought.  Some risks, especially those that occur during emergencies, cannot be 
completely controlled, but the severity of the risk can be addressed.  For example, there is 
no way for the fire department to control the strength of a structure.  The department does 
have control over the severity of the risk through measures such as controlling access to 
the area where the structure will fall and by implementing other Standard Operating 
Procedures (SOPs) that dictate when it is permissible to enter a burning building. 
 
There are several approaches for controlling risk, including risk avoidance, 
implementation of control measures, and risk transfer. 
 
In any situation, the best choice is risk avoidance.  Simply put, this means avoid the 
activity that creates the risk.  Frequently in an emergency services organization this is not 
a practical choice.  Lifting a patient onto a stretcher presents a serious back injury risk, 
but you cannot avoid this risk and still provide effective service. 
 



An example of where avoidance has been very practical is the widespread use of sharps 
containers.  The risks associated with recapping needles are well documented, so 
recapping is no longer an accepted practice.  This risky behavior can be avoided through 
the proper use of a sharps container. 
 
The most common method used for the management of risk is the adoption of effective 
control measures.  While control measures will not eliminate the risk, they can reduce 
the likelihood of occurrence or mitigate the severity.  When risks to emergency 
responders are identified before the emergency and control measures are put in place, 
there will be a positive impact on the safety of responders when the emergency occurs.  
Safety programs, ongoing training and education programs, Personal Protective 
Equipment (PPE), and well-defined Standard Operating Procedures (SOPs) are all 
effective control measures. 

 
For example, a collision between emergency response vehicles and civilian vehicles at 
intersections is a risk that has high severity and relatively high frequency in emergency 
services.  The development of SOPs that require a full stop at red lights and other 
negative right-of-way situations can help to control the severity and the frequency of this 
risk.  A representative listing of hazards and control measures by subject area can be 
found in Table 2.1 at the end of this unit. 
 
Risk transfer can be accomplished in two primary ways - physically transferring the risk 
to somebody else, or through the purchase of insurance.  For a fire or EMS organization, 
the transfer of risk may be difficult, if not impossible.  However, examples of risk 
transfer would be 1) scheduling a routine transfer patient in protective isolation in a 
newer vehicle with circulating air rather than an older vehicle, 2) contracting out the 
laundering of contaminated linen/clothing to a commercial laundry, and 3) contracting 
inspections of gasoline tankers to an outside agency.  The risks associated with examples 
two and three have been transferred to a private contractor. 
  
The purchase of insurance transfers financial risk only.  It does nothing to affect the 
likelihood of occurrence or reverse firefighter injuries/fatalities.  Buying fire insurance on 
the station, while highly recommended to protect the assets of the department, does 
nothing to prevent the station from burning down.  Therefore, insurance is no substitute 
for effective control measures. 
 
Risk Monitoring - evaluation of effectiveness of risk control measures. 
 
The last step in the process is risk management monitoring.  Once control measures have 
been implemented, their effectiveness needs to be evaluated.  Any problems that occur in 
the process may result in changes to control measures.  This final step ensures that the 
system is dynamic, and will facilitate periodic reviews of the entire program. 



The intent of the risk management plan is to develop a strategy for reducing the inherent 
risks associated with fire department operations.  Regardless of the size or type of fire 
department, every organization should operate within the parameters of a risk 
management plan.   This is a dynamic and aggressive process that must be monitored and 
revised annually by the Health and Safety Officer. 

 
For example, the risk to members providing care to a patient with a communicable 
disease poses a real hazard and should be properly addressed through a written infection 
control program. The infection control program should include: 

 
Training and education   Exposure management 

 PPE      Fire department facilities 
 Health maintenance    Cleaning, disinfecting, and disposal 
 Immunizations    Fire department vehicles 
 
The Health and Safety Officer, designated Infection Control Officer, Incident Safety 
Officer, and the department’s Occupational Safety and Health Committee should 
ensure that evaluations and revisions to the risk management plan occur at least 
annually. 

 
Safety is a major component of risk management.  Most of the emphasis placed on risk 
management from a fire service perspective is from a safety approach. The safety 
component affects other risk management components in areas such as liability and 
finance.  An aggressive, proactive occupational safety and health program will reduce 
accidents, injuries, occupational illnesses, and health exposures.  This, in turn, reduces 
the department’s liability claims and payments and also provides a positive effect on the 
financial well being of the organization.   Many fire departments are self-insured, which 
means that the entity, jurisdiction, or the fire department generates funding for various 
types of insurance such as workers’ compensation, vehicle, and general liability.   
 
 
RISK MANAGEMENT PLAN 
 
NFPA 1500, Standard on Fire Department Occupational Safety and Health Program, 
requires that all fire departments develop and adopt an official written risk management 
plan.  The plan is required to cover all fire department facilities and operations and to use 
the classic risk management methods described above.  Risk management plans also 
should be developed for other emergency response organizations such as EMS 
departments. 
 
The risk management plan should look at every function performed by the organization, 
both non-emergency and emergency.  The plan should identify risks associated with each 
operation, evaluate and classify the risks faced in each operation by frequency and 
severity, prioritize the risks associated with every operation and the risks faced by the 
organization as a whole, and develop risk control measures.  In addition, the Fire 



Department Safety Officer should monitor the effectiveness of the risk control measures 
that are used.  Table 2.2 is an example of a risk management plan. 

 
 

Table 2.2 Risk Management Plan 
 

OPERATION 
AND RISK ID 

FREQUENCY/ 
SEVERITY 

RANK/ 
PRIORITY 

CONTROL MEASURES 

    
Emergency Mode 
Driving 

   

    
Collisions with 
other vehicles 

Low/High High Emergency mode driving 
regulations 
Traffic control devices 
Warning lights/sirens 
Speed limitations 
Public education campaign 
Not all calls require emergency 
mode 

    
Collisions with 
objects  

Low/High High Emergency mode driving 
regulations 
Use of backers 
Automatic door openers 

    
Injury to passengers Low/High High Seatbelt provision and use 

Enclose equipment in cab 
    
Injury to others Low/High High Public education campaign 

Warning lights/sirens 
Traffic control devices 

 



THE FIRE DEPARTMENT SAFETY OFFICER AS RISK MANAGER 
 
The Fire Department Safety Officer (FDSO) should be involved in all operations of the 
emergency response agency.  He/she brings a safety perspective to all meetings and can 
provide valuable input to other members of the agency concerning the safety of 
responders. 
 
The FDSO is the risk manager for the fire or EMS department.  He/she is acting as an 
internal safety consultant when involved in the specification of apparatus or equipment.  
The Fire Department Safety Officer may not be involved, for example, in selecting the 
components of the drive train of a vehicle, but it is appropriate for him/her to recommend 
disc brakes, antilock brakes, and a supplemental braking device such as a magnetic 
driveline retarder. 
 
Documentation 
 
It can be very difficult to identify and solve risk management problems without a "paper 
trail" documenting the efforts of the risk manager. Documentation serves multiple 
purposes. It can validate testimony, assist in testimony by refreshing recall of an event, 
enable retrospective review without unnecessary duplication of collection efforts, and 
suggest efforts to reduce risk.  Although paperwork does not necessarily demonstrate that 
an action was taken, it can be convincing evidence.  For example, vehicle maintenance 
logs and canceled checks do not prove a vehicle was repaired, but these documents can 
effectively persuade a jury.   

 
Documentation that identifies a problem must also indicate what action was taken to 
correct the problem and that the task was successfully completed.  Recording that a 
member must attend a continuing education class is effective only if the documentation 
also shows that the member was aware of the situation and that the assignment was 
fulfilled.  Organizations with well-defined record keeping policies will be better prepared 
to identify and implement effective interventions for reducing risks. 

 
 
TRAINING EXERCISES 
 
Some of the most dangerous non-emergency activities that responders can perform are 
live fire training and training for special operations such as hazardous materials 
emergencies or high-angle rescue.  Risks at these training exercises mirror the risks in 
emergency operations.  The Fire Department Safety Officer should apply the same risk 
management techniques used at emergencies to these events. 
 



NFPA 1403, Standard on Live Fire Training Evolutions in Structures, provides safety 
and operational guidance for live structural fire training and should apply the same risk 
management techniques used at emergencies to these events.  In his/her role as the 
agency's internal safety consultant, the Fire Department Safety Officer should be 
involved in planning all training exercises.  He/she should develop a safety action plan 
for each exercise, and review the plan with the IC of the exercise. 
 
The safety action plan should account for: 
 

• type of exercise to be conducted 
• risk evaluation of the hazards that may be encountered 
• review of any applicable standards or regulations governing this type of 

exercise 
• preparation of a checklist of hazards to be aware of during the exercise 
• speaking points for the safety section of a pre-exercise briefing of the 

participants 
 
 
EXTREMELY HAZARDOUS OPERATIONS 
 
Some types of operations pose an extreme hazard to responders.  Special attention by the 
Fire Department Safety Officer is warranted.  This section discusses risk management 
applied to these operations.  
 
Technical Rescue and Hazardous Materials Incidents 
 
Almost every emergency response agency responds to technical rescue or hazardous 
materials calls.  Technical rescue calls may involve trench collapses, water rescue, ice 
rescue, rescue from heights, or the rescue of persons trapped by a building collapse.  
Hazmat calls include large flammable liquid fires, gas leaks, and other incidents 
involving chemicals.  While every agency faces these risks regularly, their frequency is 
much lower than most fire or EMS operations. 
 
Firefighters and EMS workers are task oriented and tend to make do with the tools at 
hand. Their natural inclination is to help those in need, regardless of personal risk.  
Technical rescue and hazmat situations usually require specialized equipment and 
training.  The agency risk management plan should identify a role for first responders to 
control access to the scene and call in technical experts. 
 
The Fire Department Safety Officer does not need to be an expert on all of these hazards. 
However, a general understanding of the risks and the methods used to control these 
incidents is necessary.  He/she may choose to consult with experts from within or outside 
the agency when developing SOPs for these types of incidents.  These types of operations 



also tend to be heavily regulated on the local, state, and national level, and these concerns 
should be addressed in the SOPs. 
 
Incidents Involving Violence 
 
A growing risk faced by responders today is an incident that involves violence.  In the 
past, fire and EMS workers were considered neutral in these situations.  The overall 
positive feeling of the community toward firefighters and EMS workers provided a 
feeling of security.  Changes in our society and the increasing role of the fire service in 
EMS have increased the exposure to these risks. 
 
Some members of the community may view firefighters and EMS workers as extensions 
of the government.  This point was brought home to all firefighters and EMS workers 
during the civil disturbance of 1992 in Los Angeles and the surrounding area.  
Firefighters and EMS workers required police or National Guard escorts in order to 
perform their jobs, and one firefighter was seriously injured by gunfire. 
 
Exposure to violence can come in many forms, some much less spectacular than civil 
disturbance.  Firefighters and EMS workers are exposed to violence when responding to 
bomb threats, assaults, shootings/stabbings, domestic violence, robberies, hostage 
situations, drive-by shootings, and in support of police operations such as raids on drug 
houses or drug labs. 
 
There are at least two ways to address the increased exposure to the hazards related to 
violence. The first method is community involvement.  The neighborhood fire station 
traditionally has been a gathering place for the people of the community.  However, the 
downtown fire station with the apparatus doors rolled up and firefighters outside 
watching the world walk by is a thing of the past in many communities.  Closed doors 
and barbed wire around the parking lot have replaced the open station.  Many firefighters 
do not live in the community they serve.  This results in a disassociation of the local 
firefighter from the people that he/she serves.  This insulation of closed doors or lack of 
contact degrades the traditional bond that firefighters have enjoyed with their customers 
and community.   
 
One way to prevent violence toward firefighters and EMS workers is to stay involved 
with the people in the first-due area or district, open the station up to visitors, and don't 
let the actions of a few generate a siege mentality.  Many volunteer fire stations have 
banquet and meeting facilities attached to their stations. Some career fire departments 
such as the Orlando (Florida) Fire Department have added community rooms to their fire 
stations.  These facilities provide an opportunity for the members of the department to 
keep in contact with the residents of their community.  A caring and respectful attitude 
shown toward the people you serve will go a long way. 
 



The second method of addressing the hazards related to violence is through the use of 
SOPs.  When violence does erupt, firefighters and EMS workers have no place in the line 
of fire.  Firefighters and EMS workers do not have the equipment or training to survive 
these situations and should stay out of the hazard zone until law enforcement officials 
have stabilized the situation.  If a person is in need of medical care as the result of a 
violent attack, law enforcement should secure the area to allow firefighters and EMS 
workers to enter, or they should move the victim to a safe area so that treatment can be 
initiated.  These options should be addressed in the agency's SOPs. 
 
If the SOPs direct responders to stage away from all incidents involving violence, other 
problems can arise.  The person in the best position to judge the safety of the scene is the 
company officer, in communication with law enforcement.  Firefighters and EMS 
personnel should also wear uniforms that differ in appearance from those of law 
enforcement personnel to avoid any confusion about an individual's role at the scene. 
 
Terrorism 
 
The events of September 11, 2001 put firefighters on notice that the threat from terrorism 
is real.  The issue of terrorism will be addressed in detail in Unit 9: Situation-Specific 
Hazards and Mitigation Strategies. 
 
 
SUMMARY 
 
For risk management efforts to be successful, they require support from personnel at all 
levels of the organization.  Problem identification often requires considerable fact-finding 
and information-gathering activities.  Risk managers will need to be seen as trustworthy 
in order for personnel to be forthcoming regarding risk management issues.  Blindly 
imposing restrictions and record keeping requirements will only frustrate members and 
will likely defeat the very purposes of risk management.  To be successful, it is important 
that members understand and feel that they are valuable contributors to the risk 
management process--as opposed to feeling the process is being forced on them. 
 



Table 2.1--HAZARDS AND CONTROL MEASURES 
 

Apparatus and Vehicles 
 
• All personnel seated in enclosed areas 
 
• Seatbelts provided for all riders 
 
• Equipment inside the passenger compartment secured or enclosed 
 
• SCBA’s stored outside of the passenger compartment 
 
• Driver safety training provided to all drivers on the following: 

- Stopping distances 
- Emergency maneuvering 
- Aerial operations 
- Pump operations 
- Backing hazards and the use of spotters 
- Vehicle does not move until all passengers are seated/ belted 

 
• Vehicle conspicuity (visibility) in emergency and non-emergency modes 
 
• Emergency mode driving procedures 

- Stop signs and red lights 
- Negative right-of-way situations 
- One-way streets 
- Speed limits 
- Challenge and response routine between the driver and the officer 
- Railroad crossings 
- Dangers posed by engine brakes, retarders, and brake limiting switches 

 
• Weight and brake capacity 

- Loading of new vehicles 
- Weight balancing, side-to-side 
- Tank baffling 
- Military truck conversions; fuel tanker conversions 
- Antilock brakes on newer chassis 
- Automatic chains for colder climates 
- Supplemental braking devices such as jake brakes, transmission retarders, and 
magnetic driveline retarders 

 
• Passenger heat and noise reduction  (sirens, radios, air horns, engine, etc.) 
 
• Patient lifting height for ambulances 
 
• Child safety seats for pediatric riders 
 



• Restraints for EMS providers and others in the back of an ambulance 
 
• Compliance with the appropriate federal or NFPA standard 
 
• Preventive maintenance and inspection program 
 
 
Facilities 
 
• Smoke detectors and automatic sprinklers 
 
• Diesel exhaust emissions control 
 
• Standard fire safety measures regarding storage, electrical appliances, safety with 

cigarettes and open flame, and regular inspections 
 
• Dedicated area for the cleaning of EMS equipment, NFPA Standard 1581, 

Standard for Fire Department Infection Control Program 
 
 

Protective Clothing and Equipment 
 
• Compliance with the appropriate NFPA standard 
 
• Full structural protective clothing:  helmet, hood, coat, gloves, SCBA, flashlight, 

trousers, and boots 
 
• Protective clothing for EMS operations:  exam gloves, eye and face protection, 

drapes, gowns, and suits 
 
• Clothing and equipment--and a means for cleaning them-- must be provided by the 

agency 
 
• Uniforms compliant with NFPA 1975 
 
• Clothing worn by volunteer firefighters under structural protective clothing 
 
• SOPs which govern the use and maintenance of protective clothing and 

equipment 
 
• Right protective clothing for the occasion:  structural, wildland, proximity, 

hazmat, etc. 



Equipment 
 
• Proper training for all members expected to use the equipment is a basic 

requirement 
 
• Weight, center of gravity, and ease of carrying -  Are handles in places to make 

the equipment easy to carry (portable pump)? 
 
• Consideration of noise levels produced by the equipment 
 
Fire fighting 
 
• Use of an incident management system 
 
• Use of Incident Safety Officers on the scene of an emergency 
 
• Working in teams of at least two members in the hazard area 
 
• Use of risk management techniques on the scene of the emergency (risk versus 

benefit) 
 
 

Emergency Medical Services 
 
• Use of proper levels of communicable disease protective equipment and clothing 
 
• Proper decontamination of equipment 
 
• Scene control (Traffic accidents, violent incidents, etc.) 
 
• Use of an incident management system 
 
• Proper lifting techniques 
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Effective August 9, 2006 

 
NFA WELCOME PACKAGE 

 
Below is information to help you plan your travel to the National Emergency Training Center (NETC).  Even if you’ve 
taken classes at NETC previously, please read it carefully.  The procedures may have changed since you were here 
last, and you will be responsible for complying with the current procedures.  The last page of this package is entitled 
“CONTACT INFORMATION.”  We suggest you print it and provide a copy to your family and office staff in case 
they need to contact you while you are here.  Although friends or family may not stay in Housing, they are welcome to 
attend graduation.  Please contact Security before their arrival for current security protocol required for their entry to 
NETC campus.  
 
If you have any questions, you may call us at either (800) 238-3358 or (301) 447-1000.  When you reach the operator, 
ask for the appropriate extension: 

• Housing/Transportation---1048/1113 
• Admissions---1035 
• Food Service (Guest Services)---1551 
• Security---1111 

 
You may send an email to: 

• Housing/Transportation:  NETC-Housing@dhs.gov 
• Admissions:  NETC-admissions@dhs.gov 
• Food Service:  NETC-cafeteria@dhs.gov 

 
 
If you need to fax information to any of the following offices, please note the following fax numbers: 

• Housing/Transportation:  (301) 447-1324 
• Admissions:  (301) 447-1441 
• Food Service:  (301) 447-6944 

 

    SECURITY     
 
Due to increased security precautions, students should bring two photo ID’s to campus. PLEASE HAVE 
THEM WITH YOU, NOT IN YOUR BAGGAGE!  If you do not have the photo ID’s, you will not be permitted 
on campus. Security checks will delay your registration at the NETC. 
 
If you are a student from a foreign country, please be prepared to show your passport or visa at registration. 
 
Firearms:  Prohibited on campus! 
Due to heightened security requirements, please understand that security and law enforcement personnel may search 
you, your vehicle or your luggage.  Maryland law is very narrow in its definition of law enforcement officers who may 
carry firearms.  For your own protection, and to expedite your processing into the NETC, do not bring weapons of 
any kind to campus. Weapons include knives with blades longer than 3 inches, machete, bow & arrows, ammunition, 
rifles, shotguns, pistols, etc.  Sworn/commissioned, and state POST certified officers and federal officers, or local 
officers with concurrent jurisdiction who require a firearm for the performance of required official duties must obtain an 
exception from the Director of Support Services prior to arrival on campus.  If you arrive at NETC with weapons of any 
kind without prior approval, your entry to campus will be significantly delayed.  
 
Alcoholic Beverages: Consumption of alcoholic beverages is limited to the Pub & Log Cabin.  Alcohol is not allowed 
in lodging rooms or vehicles, and will be confiscated.  If you arrive at NETC with, or are attempting to bring alcohol on 
campus, your entry to campus could be significantly delayed.  
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 TRAVEL       
 
TRAVEL BY AIR:    
• You must make your own travel arrangements. 
• You must be sure your flights meet the shuttle pickup/departure times, and the ticket purchase follows the 

parameters of travel as defined under “REIMBURSEMENT” in this package. 
 

NETC SHUTTLE SERVICE:   
• Shuttle service is available between NETC and the airport(s) listed on the “COURSE SPECIFIC 

INFORMATION” sheet – a pink page enclosed with the acceptance letter you received for this class.  Read it 
carefully before making flight arrangements! 

  
• If you need bus transportation to NETC from the airport, you should plan to arrive at least 1 hour before bus 

departure time.  You must notify (email, phone or fax) the NETC Transportation Office at least 1 week 
prior to the course start-date to reserve a seat.  IF YOU DO NOT CALL, SEATING MAY NOT BE 
AVAILABLE AND TRANSPORTATION TO EMMITSBURG WILL BE AT YOUR OWN 
EXPENSE.   

 
• Our transportation will be either a motor coach/charter bus identified with NETC signage in the front 

window/door, or a maroon passenger van with the NETC signage in the front window. You may contact 
the NETC Transportation Office a day before your arrival to inquire as to which vehicle will be used. For 
airport security reasons, our drivers cannot leave their vehicles and must circle the airport pickup area, SO 
YOU WILL NEED TO LOOK FOR THE BUS OR VAN.  If you do not see the vehicle 5 minutes prior to 
the pickup time, please call the NETC Transportation Office for guidance. 

 
SHUTTLE PICKUP POINTS AT EACH AIRPORT:   (check your pink “Course Specific Information” sheet as to 
which airport you may use. You can ONLY use an airport listed on that sheet! Ground transportation from other 
airports may be at your own expense. If your scheduled arrival time does not coincide with the shuttle schedule, 
ground transportation will be at your own expense as well.) 
 

• Ronald Reagan National Airport (DCA): Pickup is near the Travelers’ Aid Desk in Terminal ‘B’ (Lower 
Level, between gates 5 & 6).  Buses and vans depart from the outside lane.  If you arrive in Terminal ‘A’ 
please take the Economy/Rental Car airport bus shuttle to Terminal ‘B’, lower level, or walk across the 
terminal connector and go downstairs to exit door number 5, on your left. 

• Baltimore/Washington International Airport (BWI):  Pickup is near the Lower Level Baggage Areas 13 & 
14.  There is not a Travelers’ Aid Desk in this location. Buses and vans depart from the outside lane.  BWI 
Airport is currently undergoing construction.  If you have any questions or concerns, please contact the NETC 
Transportation Office or visit the BWI website at: 

     http://www.bwiairpport.com/customer_assistance/lower_level_terminal-map 
• Dulles International Airport (IAD): There is a Traveler’s Aid Desk between Baggage Claim Areas 4 & 5 on 

the baggage level, located at the east end of the terminal.  Go up the ramp and out exit-door number 6. 
 
DELAYED FLIGHTS:  If you are scheduled to use NETC transportation, but your flight is delayed for other than 
weather-related reasons, the airline is responsible for your transportation.  If they will not transport you, please call the 
NETC Transportation Office when you arrive at the airport (it will be approximately 2 hours before we can pick you 
up).  If you choose not to use NETC transportation and arrange for other transportation, it will be at your own 
expense. 
 
IF DRIVING: 

• You may arrive on campus any time after 12:30 p.m. the day before your course begins. 
• You must depart campus after the end of your course, except for courses with a next-day departure date. 
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• Your vehicle must be registered at Housing/Security for stipend/security reasons, even if you do not stay on 
campus. 

• There are no connections for mobile homes or recreational vehicles available at NETC. 
 
DIRECTIONS TO NETC: 

• From Baltimore:  I-695 (Baltimore Beltway) to I-70 West (towards Frederick) to Route 15 North to 
Emmitsburg.  Left turn off Route 15 to South Seton Avenue.  2nd Right onto campus (tree-lined drive). 

• From Washington:  I-495 (Washington Beltway) to I-270 North (towards Frederick) to Route 15 North to 
Emmitsburg.  Left turn off Route 15 to South Seton Avenue.  2nd Right onto campus (tree-lined drive). 

• From Philadelphia and East:  Pennsylvania Turnpike West to Harrisburg, Exit 236 (Route 15).  Go South on 
Route 15 to Emmitsburg.  Right turn off Route 15 to South Seton Avenue. 2nd Right onto campus (tree-lined 
drive). 

• From Pittsburgh and West:  Pennsylvania Turnpike East to Harrisburg, Exit 236 (Route 15).  Go South on 
Route 15 to Emmitsburg.  Right turn off Route 15 to South Seton Avenue.  2nd Right onto campus (tree-lined 
drive). 

 

  REGISTRATION     
 

Where do I register? 
• Class, dormitory, and vehicle registration will take place in Building C Lobby. 
• Since you may have to walk some distance to your room, we recommend you bring luggage with wheels. 

 
If I am claiming stipend  reimbursement, what do I need to provide at registration? 

• A copy of a check for an account that bears your name.   Deposit slips or accounts for an organization or  
       another individual are not acceptable; a copy of a check is the best source for the correct financial 
            information. 

• We’ve found it speeds up registration if you fax the information to the Admissions Office (301) 447-1441 
prior to your course start date.  Please include your name, Social Security Number, and course 
code/title/date on the fax along with your vehicle or flight information.  Please be sure that the copy is 
legible. 

• If your account is with a credit union, or if the account is payable through another bank, please have the 
bank provide you with the routing and account numbers for ACH deposit. 

• If you incurred additional expenses for transportation/lodging/meal costs, you must receive prior written 
approval to be eligible for reimbursement of these expenses.  If approved, original receipts must be presented 
at the time of your arrival.  

• If traveling by air or train you will need:  
-  A copy of your ticket that shows an itinerary of your trip indicates proof that the ticket was purchased at 

least 21-days in advance of the course travel date, and is non-refundable. 
-  If you have an electronic ticket, you must submit the itinerary/receipt (with ticket number and actual ticket 

amount shown as having been paid). 
• If driving, you will also need to provide: 

-  Automobile registration 
-  Odometer readings 
-  License tag number 
-  A signed statement from the owning agency on letterhead stationery acknowledging your eligibility for 

reimbursement, if you are driving a state, county or municipal vehicle 
-  If you drove to NETC, but you will not be keeping your car on campus, it must be registered on campus or 

you will not receive reimbursement. 
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What if I am here for back-to-back courses? 
• You will be housed in the same room for the entire length of the stay.  If you stay off-campus and do not purchase a 

meal ticket for the time between the courses, you must check out of housing  after the first course ends (turn in the 
keycard and remove your belongings), and be assigned a new room upon your return. 

• If you choose to leave campus between courses, any additional expenses that you may incur shall remain your 
responsibility. 

 
 

   LODGING 
 
Must I call to make a lodging reservation? 
• No, rooms are assigned once you are accepted into a course.  Because of the random assignment, you may or may 

not be lodged in the same building as your classmates. 
• We make every effort to ensure you have a single room.  However, if the student count is high, you may be 

doubled with another student.  PLEASE DO NOT CALL TO REQUEST A SINGLE ROOM. 
• IF YOU HAVE A DISABILITY AND NEED SPECIAL ACCOMMODATIONS, please contact the 

Admissions office at least 2 weeks prior to your arrival on campus. 
• Some buildings do not have elevators.  If that is a problem, please contact Admissions at least 2 weeks prior 

to your arrival. 
 
Is there a charge for lodging? 
• No, not if you are eligible for stipend reimbursement or if you are a DHS federal traveler (see “Reimbursement” 

section). 
• If you DO have to pay for lodging, the current charge is $30/day. 
• NETC Housing accepts cash, personal check, travelers check, and credit card (American Express, VISA, 

MasterCard and Discover). 
 
What if I want to stay off campus?  If you choose to stay off campus, it will be at your own expense.  You will still 
need to purchase a break ticket from the food service contractor for the length of your class. 
 
What amenities are in each room? 
• Private bathroom 
• TV and clock radio 
• Refrigerator 
• Linens and towels, with daily housekeeping service. 
• Telephone with voice mail 
• A telephone jack is located in each room for dial-up Internet access.  Check with your Internet Service Provider 

(ISP) for local calling area access.  Out-of-area ISP accessibility will require credit card, third party or collect 
billing for access from NETC.  You should consider bringing a longer cord (10 ft.) if you are bringing your laptop 
computer. Some courses require students to bring reports or projects to be shared with the class. It is convenient to 
bring that information in an electronic format. NETC can support CD-ROM, USB devices and 3-1/2” floppy 
storage.  USB devices will be scanned before being allowed to connect to Government equipment. 

 
Additional costs you could incur during your stay: 
• Laundry and vending machines; dry cleaner costs 
• Recreation Association pass ($1) allows use of all recreation facilities and Pub (see section on NETC Recreation     

Association) 
• Class Shirts or Group Donations 
• Off campus class dinners 
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Are there laundry facilities available? 
• Yes, there are coin-operated washers and dryers in each lodging building (change available at the convenience store 

on campus).   
• You may purchase laundry supplies at the convenience store on campus. 
 
Are family, friends or pets allowed in the lodging rooms on campus? 
• No, only the assigned NETC student is allowed in the room. Relatives or friends are not allowed in the rooms, 

and cannot be lodged on campus.  Upon request, the NETC Housing Office will provide information regarding 
local off campus accommodations; however, you are responsible for arranging and paying for those 
accommodations. 

• Animals are not allowed in campus housing, except for seeing-eye and other service dogs.  Please notify the 
housing office at least 2 weeks in advance if you will be bringing a guide/service dog. 

 
What time must I check out of my room?  Check out time is 9:00 a.m.  You may leave your luggage in your 
room until 9:30 a.m., but it must be packed and by the door.  When you return for your luggage, please do not use 
the bathroom facilities if the room has already been cleaned for the next occupant.  Please return your key card to 
the front desk by 9:30 a.m.--you will no longer have access to your room after that time. 

 

   DRESS CODE    
 

 
It is each student's responsibility to use good judgment in selecting attire which projects a professional image, and 
is appropriate for both climate differences and classroom activities. Generally, the standard is business casual.   
NFA staff have the authority to make a determination that a student’s attire may be inappropriate.  Students whose 
attire is determined to be inappropriate will be required to change into more appropriate clothing before being 
allowed to continue class. 
 
Acceptable Attire for Classroom Settings: 

 
• Males:  Shirts with collars; dress jeans. Departmental uniforms; departmental T-Shirts; shoes and socks.  

 
• Females:  Dresses; blouses; slacks; capris; dress jeans; skirts; skorts; departmental uniforms; departmental 

T-Shirts, and shoes. 
 
Acceptable Attire for Graduation: 
 

• Males:  Suits; sports coats; dress shirts with ties or class shirts; dress slacks, or departmental dress uniforms. 
 

• Females:  Suits or dresses; blouses or class shirts with dress slacks or skirts; or departmental dress uniforms. 
 
Shorts, tank tops, ball caps, etc., are not permitted in the classrooms, auditorium, or dining hall.  Bathing 
suits/trunks are not permitted outside the pool area.  No mini skirts.  Bare midriffs are not acceptable. 
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ADMISSIONS POLICIES 
Attendance: 
• You are required to attend all sessions of the course.  If you do not, you may not receive a certificate and your 

stipend may be denied. 
• NFA students are limited to one reimbursable trip per fiscal year (Oct 1-Sep 30).   If you wish to attend a second 

NFA class (at your own expense) a letter to that effect must accompany the second application stating that you are 
waiving your stipend reimbursement. 

 
Substitutions: 
• Substitutions for NFA courses are made from waiting lists; slots do not belong to the departments. 
• All requests to consider an equally qualified person must be in writing and be accompanied by a completed General 

Admissions Application (FEMA Form 75-5) for the substitute. 
 

Cancellations or No-Shows:  NFA’s mission for delivery of courses is impaired significantly by cancellations and no-
shows.  It is very difficult and costly to recruit students at the last minute.  Currently there is a 2-year ban on student 
attendance for students who are no-shows or cancel within 30 days of the course start date without a valid reason.  If 
you receive such a restriction, your supervisor needs to send a letter to Admissions explaining the cancellation/no-
show. 
 
  

NETC POLICIES/INFORMATION 
 
Conduct:  
• Federal Regulations (available at the LRC). 
• FEMA and NETC Instructions (available at C Lobby, dormitory rooms, and on NETC Intranet web site). 

 
Smoking: 
• All buildings on campus are NON-SMOKING, with the exception of the solarium portion of the Command Post 

Pub. 
• If you smoke in your room, you will be asked to leave campus, relinquish your stipend reimbursement, and be 

charged to clean the room. 
 
Medical services: 
• All medical expenses are your responsibility. 
• Local hospitals accept medical insurance identification, cash, check, or major credit card. 
• If you do not have proof of insurance, expect that payment may be a prerequisite to possible treatment. 
• International students should be prepared to pay for medical services in the event the hospital or provider does not 

accept foreign insurance coverage. 
 
Student Word Processing Center (located in D Basement): 
• Provides IBM® compatible Microcomputers with Internet access and printing capabilities. 
• Systems utilize Microsoft Windows XP with Microsoft’s Office Suite 2003. 
• The center is open from 6:00 a.m.-11:00 p.m. every day.  There is a technician available Mondays-Fridays from 

5:00 p.m.-9:00 p.m., and from 8:00 a.m. till noon on Saturdays. 
 
Learning Resource Center:  Located in Building N, the LRC provides current information and resources on fire and 
emergency management subjects.  With its collection of more than 100,000 books, reports, periodicals, and audiovisual 
materials, the LRC facilitates and supports student and faculty research and supplements classroom lectures and course 
materials. While classes are in session, the Schedule of Hours for the LRC is as follows: 
   Monday-Thursday 8:30 a.m. – 9:00 p.m. 
   Friday  8:30 a.m. – 5:00 p.m. 
   Saturday  4:00 p.m. – 8:00 p.m. 
   Sunday  12:00 p.m.- 4:00 p.m. 
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Telephones:  
• Outgoing calls can be placed from your lodging room via calling card, collect, or third-party billing.  
• You are not allowed to accept collect calls on campus phones. Any and all expenses related to phone use shall  
 remain your responsibility. 
 
Faxes: 
• Fax services are available at the convenience store for a fee. 
• You may receive fax messages up to 4 pages in the Housing Office at (301) 447-1324. 
• Anything over 4 pages will not be forwarded by Housing. Please use the fax service available at the convenience 

store, or have it sent by overnight mail. 
 
Automatic Teller Machine:  Located in D basement outside of  O’Leary’s Emporium, and at various locations off 
campus.  Inquire at the registration desk at Building C for additional directions. 
 
Public Transportation:  Limited service. Inquire at the registration desk at Building C.   
 
Car Rentals:  You may contact the campus convenience store at (301) 447-1493 to arrange car rentals at your expense.  
 
NETC Recreation Association:  On the NETC campus, the NETC Recreation Association operates a Pub providing 
beverage and limited food service each evening.  The Pub is a private club under Maryland liquor laws and membership  
in the Recreation Association is required for service.  The cost is $1.00 per campus stay and membership cards can be 
obtained from the Pub.  Other items provided by the Recreation Association to its members and funded by sale of 
membership cards and Pub items include: 
 

• Athletic equipment such as softball equipment, volleyballs, basketballs, golf clubs, and fishing equipment 
• Keg service for special occasions such as cookouts 
• Propane and replacement parts for the gas grills 
• Acquisition and maintenance of the Christmas lights at the entrance to the campus 
• Karaoke entertainment 
• Maintenance of special stage lighting in the Student Center 
• Assistance with maintenance of the bicycles 
• Bicycle helmets 
• Maintenance of the billiard tables and equipment 
• Large screen television in the Pub 
• Games in the Student Center 

 
NETC recreational activities include: 

• Gym with running track 
• Exercise room 
• Swimming pool 
• Tennis/basketball/volleyball (sand and inside) courts 
• Bicycles are available in Building H for use by Recreation Association members 
 

 
Nearby points of interest/recreational facilities (in season): 

• National/State parks 
• Historic Gettysburg (tours available) 
• Golf 
• Swimming 
• Snow skiing 



  REIMBURSEMENT   
 
Frequently asked questions/answers about reimbursement procedures are enclosed.  Please read them carefully.  
If you have any questions about your eligibility to receive a stipend please contact Admissions either by email at  
netc-admissions@dhs.gov or by phone at (301) 447-1035.  
 
Any exceptions to travel must be requested in writing and faxed along with documentation to (301) 447-1441, 
AND approved in writing prior to making your travel arrangements.  Otherwise, your stipend may be denied or 
limited to the state ceiling amount. 
 
Who is eligible for reimbursement? 

• State or local government representatives 
• Recognized volunteer organization representatives 
• Active emergency management organization representatives 
• Representatives from State or local fire organizations 
• If you do not apply for a stipend reimbursement within 60 days following the course start date your 

stipend  
 reimbursement will be denied. 

 
Who is NOT eligible for stipend reimbursement? 

• Federal government (federal students are subject to federal travel regulations and travel under orders prepared 
     by their office) 
• Private Industry employees 
• Employees who are contracted to Federal, State or local government entities (such as Rural Metro departments) 
• Representatives of a foreign organization 

 
How will I be reimbursed?   

• Reimbursement will be electronically deposited into the checking or savings account that you identify. 
• Reimbursement will only be made to an account that bears your name.  You are responsible for 

   reimbursing your department, if applicable.  This is a result of increased restrictions by the receiving 
     financial institutions. 

• If you do not have a personal account, please contact the Admissions office prior to your arrival for 
  further instructions. 
 
If I fail the course, will I be reimbursed? 

•    If eligible for a stipend, you will be reimbursed for the course you failed. 
•    If you reapply to either EMI or NFA and are accepted, no stipend will be paid for that course, and you will 

    be required to pay for lodging.  Once you successfully complete a course, you will once again be eligible to  
    receive a stipend for future courses. 
 
If I fly, what will I be reimbursed?  You will be reimbursed the cost of a direct (no side-trips or extended stays), 21-
day prior to the course travel date pre-purchase, non-refundable ticket for round/trip transportation by common 
carrier (economy coach class or less) for each course or back-to-back courses that you attend. Proof of non-refundable 
fare is required! 
 

• If you take side trips or travel outside of the defined travel days, your reimbursement shall be limited to no 
     more than the state ceiling amount as noted on the enclosed Reimbursement Ceiling Chart. 

• To eliminate the perception of misuse of government funds, FIRST CLASS, BUSINESS CLASS and  
     REFUNDABLE AIRLINE TICKETS WILL NOT BE REIMBURSED AT FULL FARE, unless you request,
      in writing, an exception PRIOR to making your travel arrangements, and have received a written approval.   
      Otherwise, your reimbursement will be limited up to the state ceiling amount. 
• It is your responsibility to find the cheapest ticket available. Failure to do so may result in your 
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 9

• Use of frequent flier miles toward the purchase of a ticket is NOT reimbursable. 
• Flight or ticket insurance is not reimbursable. 
• If any portion of your airfare is subsidized by another source, that portion is NOT reimbursable under the 

      Stipend program. 
 
If I drive, what will I be reimbursed? You will be reimbursed the current Privately Owned Vehicle (POV) Federal 
mileage allowance, or the state ceiling, WHICHEVER IS LESS.  

• POV mileage is subject to validation. 
• If you do not register your vehicle with the Housing Office, reimbursement for POV mileage may be denied. 
• If someone is dropping you off, you must have the vehicle verified by the Housing office prior to the vehicle 

       departing campus, or your stipend will be denied. 
• If you carpool with another student, only the driver will be reimbursed. 
• If you drove a rental car instead of your POV, your reimbursement is limited to the POV allowance.   

 
If I take a train or bus, what will I be reimbursed? 

• Your reimbursement is limited to the cost of the ticket, not to exceed the state ceiling amount. 
• You must provide copies of the tickets actually used. 
• Reimbursement shall not include costs for sleep accommodations or for transport of vehicles on the train. 

 
If I save money on my airfare, will I be reimbursed for extra expenses?  Yes, but ONLY if your class is 5 days or 
less in length with no Saturday stay over, and you save a minimum of $250 off the cost of a 21-day prior to the 
course travel date pre-purchase non-refundable round trip economy class common carrier ticket.  To do this, submit 
written documentation of the savings -- this can consist of itinerary copies of both the original price and the cheaper 
fare, OR copies of both fares from the Internet.  Comparisons should be of like travel.  If you do not acquire written 
approval from Admissions prior making your travel arrangements, the extra expenses will not be reimbursed. The 
following options apply if your request is approved: 
 
a.) You may stay on campus 1 night prior to your regularly scheduled arrival date if lodging is available and 
you have received written approval to do so. 
 

• Please contact the NETC Transportation Department to see if there will be shuttle service available on your 
travel date. If you carpool using a rental car, the rental agency must list (as drivers) all eligible students claiming 

            reimbursement on the rental agreement or only the driver will be reimbursed. 
 
b.)  You may stay in the Baltimore/DC metro areas before or after your course. 

• If you save at least $250.00 in airfare as noted in the terms above, you may be reimbursed up to $90/day (2-day 
limit for savings over $500) for lodging or transportation expenses.  Original receipts must be provided. If you 
carpool from the airport using a rental car, all students claiming reimbursement must be listed (as drivers), by 
the rental agency on the rental agreement or only the driver will be reimbursed.   

•       If you stay after your course ends, ask for a Stipend Agreement Amendment (FEMA Form 75-3a) when you 
     register.  When you return home, mail it with original hotel or transportation receipts to Admissions, Room  
     I-216, 16825 South Seton Avenue, Emmitsburg, MD  21727 within 60 days of the start date of the course, or 
     reimbursement WILL BE DENIED. 
 



 
 

         FOOD SERVICE
 
Must I purchase a meal ticket? 
• If you stay on campus, you must purchase a meal ticket.  If you do not, you will be  

asked to vacate your room on campus.  You will then be responsible for your off-campus lodging costs, 
and we will deny your request for stipend reimbursement. 

• If you stay off campus, you must purchase a break ticket, currently $3 per day. 
 
What is the cost of my meal ticket? 

• Your meal ticket cost is identified in your acceptance letter. 
• Meals other than those included in your meal ticket are to be paid for by cash. 

 
What if I’m here for back-to-back courses? 

• Your meal ticket includes the time between the two courses. 
• If you stay off campus between the two courses (vacating your room), you must notify the food service 
       Contractor before purchasing your meal ticket for the first course.  If you do not, you will be charged the full  
       amount.  (Refer to information under “Registration.”) 

 
How do I pay for my meals? 

• Cash 
• Traveler's checks 
• State or Local government checks payable to the food service contractor 
• Advanced payment by department check.  Please notify your department to include:  your name, course 
       code and course date on the check, and send it to the food service contractor at Building K, 16825 South  
 Seton Avenue, Emmitsburg, MD  21727.  Please call the food service if you need their Federal Tax ID#. 
• Purchase order payable to the food service contractor 
• Credit card (MasterCard or VISA) (Minimum charge of  $6) 
• The food service contractor DOES NOT accept personal checks. 

 
What if I will not be on campus for the first and last meal identified as part of my meal ticket?  You must notify 
the food service contractor at least 1 week prior to your course start date.  If you do not, you will be obligated to pay the 
full amount. 
 
May I get a refund on my meal ticket?  There are no refunds except for emergency departures! 
 
What if I’m on a special diet?  Please call the food service contractor or fax your request to (301) 447-6944 at least 
2 weeks prior to arriving at NETC.  They will make arrangements to meet your needs.  If you don’t make arrangements 
prior to your arrival, you will be responsible for purchasing the normal meal ticket. 
 
What happens if the bus arrives after the dining hall has closed? 

• The food service contractor will provide you with a boxed dinner. 
• Snack food is available at the Command Post Pub. 
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CONTACT INFORMATION  
 
How do I get a telephone call?  The caller may dial your direct extension (301) 447-xxxx.  If requested, you will 
be provided with your extension at check-in.  Numbers are NOT given to anyone else. 

• For non-emergency situations, the caller may dial (301) 447-1048.  The Student Coordinator will either  
transfer the call to your room or take a message and place it on the message board located in ‘C’ Lobby,         
which you should check daily.    

• NETC will not accept personal telephone calls to students from the (800) number.  Family members should 
        dial (301) 447-1000 to contact a student.   
• You may NOT accept collect calls.  To do so may restrict you from attending future EMI or NFA courses. 

 
What if the call is an emergency? 

• The caller should state that the call is an emergency. 
• The message will be delivered to you immediately unless you are not on campus. 
• If you are leaving campus for a period of time, you should notify security where you can be reached. 
• If you must return home due to an emergency, check out with the Housing Office in Building C before you 
       depart the campus! 

 
How do I get mail? 

• Mail is delivered to C Lobby Monday through Friday, except Federal holidays. 
• All packages are x-rayed and no delivery is provided on weekends or holidays. 
• Letters or packages should not be mailed to reach NETC before you arrive, since mail-holding areas are not 
        available.  Mail received when you are not on campus will be automatically returned to the sender. 
• Outgoing mail should be deposited in the mailbox located near Building K (Dining Hall). The NETC 
 Mailroom cannot mail outgoing items for students. 
• Address: 

 
 (Your name)--Student 
 National Emergency Training Center 
 Building C, Room (Room numbers are provided upon arrival) 
 16825 South Seton Avenue 
 Emmitsburg, MD  21727-8998 
 
 

 
National Emergency Training Center 

16825 South Seton Avenue 
Emmitsburg, Maryland  21727
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Effective August 9, 2006 
FREQUENTLY ASKED REIMBURSEMENT QUESTIONS 

 
1. Why must I be reimbursed electronically? Public Law 104-134 mandates that after January 1, 1999, all Federal 

payments shall be made by electronic funds transfer unless a waiver is obtained from the Secretary of the Treasury. 
 
2. If my organization paid for my ticket, may I request that the reimbursement go to them?  Due to increased 

restrictions by the receiving financial institutions, money should only be deposited into an account bearing your name. You 
may then reimburse your organization.    

 
3. What if I don’t have a checking account?  The money can be deposited into a savings account.  Please call the 

Admissions Office (301-447-1035) and we will send you a form to complete.  If you don’t have a checking or savings 
account, you MUST submit a letter stating that fact, and a check will be sent to your home address.  However, your 
reimbursement may take longer up to 12 weeks. 

 
4. How will I know when it’s deposited?  The entry in an account may differ from bank to bank, but most likely it will 

be listed as “FED SALARY, FEM2, or TREAS” and will probably NOT have your name next to it. 
 
5. How long will it take for me to receive reimbursement?  The reimbursement should be made to your account no 

later than 6-8 weeks from the course start date.  If after 8 weeks you still haven’t received your reimbursement, please 
call the Admissions Office at (301) 447-1035 or email us at netc-admissions@dhs.gov to check on the status of your 
claim. 

 
6. What would delay my stipend being processed?  Not having any of the following:  1) your airline ticket; 2) itinerary with 

ticket number and payment made (ticket number pending is not acceptable); 3) POV information; 4) request from your 
organization for reimbursement or 5) the appropriate direct deposit information.  If you bank with a credit union, please 
have them confirm your routing and account numbers. 

 
7. What would reduce my stipend claim? Your stipend might be reduced if you purchased a refundable, first- or business-

class ticket; took side trips or had extended stays; or purchased your ticket within 21 days prior to the course travel date. 
 
8. What if I am submitting an electronic airline ticket?  You must submit the itinerary receipt (listing the ticket number and 

showing that payment was made) at registration.  If the itinerary does not identify that the ticket is non-refundable, you 
need to provide us with documentation that the ticket is either non-refundable or the cheapest fare available at the time 
you purchased your ticket.  If you do not provide the documentation to us, we will only reimburse up to your state’s ceiling 
amount. 

 
9. Will I be reimbursed for the airfare if frequent flyer miles are used?  Frequent flyer miles cannot be reimbursed 

because you would not be incurring out-of-pocket expenses. 
 
10. What do I need to provide if I take a side/extended trip?  If the cost is less than your state’s ceiling amount, you will be 

reimbursed for the cost of the ticket.  If the cost is higher than your state’s ceiling amount, your reimbursement will be 
limited to your state’s ceiling amount. 

 
11. Do I receive reimbursement for parking, shuttles and travel between my home and my local airport?  No, those 

expenses are part of the student’s share of the stipend program. 
 
12. Will I be reimbursed for my meals?  No, that expense is also part of the student’s share of the stipend program. 
 
13. What is the driving mileage allowance?  Your reimbursement will be limited to the current POV Federal mileage 

allowance, or the state ceiling, WHICHEVER IS LESS.  POV mileage is subject to validation. 
 
14. What information should I bring when driving my Privately Owned Vehicle (POV)?  You must show a picture ID 

(we recommend you bring two in case our security level is elevated), registration card, and have your odometer 
readings and license tag number PRIOR to receiving your room key.  Some states do not require the registration to be 
in the vehicle.  However, you must submit a copy of your POV registration to be eligible for a stipend. 

 
15. What documentation do I need if I am driving my organizational vehicle and they want to be reimbursed for 

my mileage?  In addition to the information listed in question #14, you also need a statement from your organization, 
on organization letterhead, stating that you are authorized to drive the vehicle and they would like you to receive 
reimbursement.  If you carpool with another student, only one driver will be reimbursed.  As stated in #2, the 
reimbursement will be made to your account. You will be responsible for reimbursing your organization. 

 

16. What if I’m driving with family, and they will be using the car off campus while I’m at NETC?  You must register 
your car on campus prior to your family taking the car off campus or you will not be eligible for reimbursement.
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FY 07/Effective October 1, 2006 

 
THIS TABLE WILL BE USED TO DETERMINE REIMBURSEMENT FOR NETC STUDENTS WHO: 

• Drove or traveled by bus or train           
• Purchased tickets less than 21 days prior to course travel date  

• Did not purchase or show proof of non-refundable fare 
• Took side-trips or had extended stayovers 

STATE SAT STAYOVER NO SAT. STAYOVER 
AK – Alaska $855.00 $920.00
AL – Alabama $365.00 $405.00
AR – Arkansas $360.00 $500.00
AS—American Samoa $2275.00 $2275.00
AZ – Arizona $480.00 $535.00
CA – California $470.00 $545.00
CO – Colorado $400.00 $430.00
CT – Connecticut $215.00 $300.00
DC – District of Columbia $100.00 $100.00
DE – Delaware $145.00 $145.00
FL – Florida $375.00 $480.00
GA – Georgia $330.00 $440.00
GU—Guam  $2170.00 $2170.00
HI – Hawaii $1075.00 $1105.00
IA – Iowa $365.00 $445.00
ID – Idaho $520.00 $535.00
IL – Illinois $260.00 $375.00
IN – Indiana $270.00 $270.00
KS – Kansas $325.00 $370.00
KY – Kentucky $250.00 $310.00
LA – Louisiana $430.00 $430.00
MA – Massachusetts $200.00 $285.00
MD – Maryland $100.00 $100.00
ME – Maine $345.00 $400.00
MI – Michigan $410.00 $410.00
MN – Minnesota $400.00 $500.00
MO – Missouri $310.00 $360.00
MP—Saipan $2925.00 $2925.00
MS – Mississippi $355.00 $355.00
MT – Montana $600.00 $600.00
NC – North Carolina $300.00 $335.00
ND – North Dakota $505.00 $650.00
NE – Nebraska $350.00 $525.00
NH – New Hampshire $185.00 $200.00
NJ – New Jersey $175.00 $175.00
NM – New Mexico $435.00 $435.00
NV – Nevada $450.00 $520.00
NY – New York $220.00 $210.00
OH – Ohio $270.00 $270.00
OK – Oklahoma $350.00 $465.00
OR – Oregon $470.00 $480.00
PA – Pennsylvania $145.00 $145.00
PR—Puerto Rico $800.00 $800.00
RI – Rhode Island $200.00 $200.00
SC – South Carolina $325.00 $300.00
SD – South Dakota $550.00 $550.00
TN – Tennessee $335.00 $335.00
TX – Texas $400.00 $410.00
UT – Utah $505.00 $505.00
VA – Virginia $175.00 $190.00
VI—Virgin Islands $905.00 $905.00
VT – Vermont $300.00 $340.00
WA – Washington $500.00 $500.00
WI – Wisconsin $300.00 $355.00
WV – West Virginia $200.00 $200.00
WY – Wyoming $590.00 $600.00
 




